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RD I nstruction 2024-C

PART 2024 - PROPERTY AND SUPPLY

Subpart C - Request and Control of Forns, Supplies, and M scel |l aneous Services
by State and Field Ofices

§ 2024.101 Scope.

This subpart instructs State and field offices how to request and control
forns, supplies, and m scel |l aneous services.

§ 2024.102 Definitions.

Back order. An itemnormally stocked in the Rural Devel opment warehouse
that is tenporarily out of stock and that will be shipped (order filled)
upon recei pt of that item

Fol | omup. A system of pursuing an initial requisition by supplenenta
action.

Forms. General administrative, Departnental, Rural Devel opnent, and
m scel | aneous fornms stocked in the Rural Devel opnent warehouse.
(Revi sed 06-14-00, PN 320.)

New forns. Forns which are devel oped for use with new prograns or
nmet hods.

O her supplies. Ofice supplies, other than those listed in the Rural
Devel opnent Forns and Supply Catal og, that nmust be obtained fromthe
Ceneral Services Administration (GSA) Custoner Supply Centers (CSCs)

t hrough a program known as Quick Ship. This is a nandatory source for
routine office supplies not stocked in the Rural Devel opnent warehouse.

Publ i cati ons. Materials such as Procedure Notices (PNs), Instructions,
program ai ds, panphlets, etc.

Reduced quantity. Itenms in short supply on which mandatory limts have
been placed and reduced quantities have been shi pped.

Repl acenent forns. Forns which have had major revisions. The existing
supply of old fornms will be recycl ed.

DI STRI BUTI O\ W5DC Admi ni strative Services
Property and Supply
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§ 2024.102 (Con.)

Requests. The automated system all ows requests for fornms and supplies
stored in the warehouse to be subnmitted as the need arises on Form

RD 2024-4, "Requisition for Forns/Supplies/Panphlets Listed in Rural
Devel opnent Supply Catalog,” or by sending a facsimle to the Rural

Devel opnent Supply Center. This form whether faxed or mailed, should
include the State/District/County (Office) mail code, ordering office
address, and preferably a signature of authorization, contact point, and
of fice phone and fax numbers. (Revised 06-14-00, PN 320.)

Revi sed fornms. Forms which are updated with mnor revisions. The
supply of old forms will be used until exhausted as instructed by
the PN

Rural Devel opnent. The mission area that includes the housing prograns
fornmerly under Farnmers Home Administration (FnHA), and those prograns
fornmerly under the Rural Devel opnent Administration, the Agriculture
Cooperative Service, and the Rural Electrification Adm nistration

Rural Devel opnent, St. Louis Ofice. Unless otherw se specified, this
refers to the Property, Procurenent, and Mail Managenent Branch (PPWVB),
FC 702, Rural Developnment, St. Louis, Mssouri

Rural Devel opnent Supply Center. The order desk for ordering supplies
and forms fromthe Rural Devel opment warehouse. A toll-free nunber is
provided for this service using facsimle machines to access.

State forns. Forns used by a specific State and identified by a State
O fice abbreviation as part of the prefix to the form nunber.

War ehouse. The Rural Devel opnent warehouse.

War ehouse supplies. Supplies which are stocked in the Rural Devel opnent
war ehouse and for which the warehouse is the preferred primry source of

supply.

§ 2024.103 Request and control of stocked itens.

(a) Requests for itens listed in the Rural Devel opment Forms and Supply
Catal og. This catal og has been furnished to each field office and lists
the nunbers and titles of forns and publications used by all field
offices. These fornms are stored and issued fromthe Rural Devel oprent
war ehouse.

(1) Items listed in the catal og may be ordered by facsimle from
the Rural Devel opnent Supply Center

(2) Items may al so be requested on Form RD 2024-4. Retain a copy
for your records.
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§2024.103(a) (Con.)

(3) Wen the order is processed, a copy of Form RD 311-79, “Packing
Slip,” is enclosed with the shipnment and enabl es the requesting
office to ensure all itenms shipped are received. Itens not shipped
or adjustnents in quantities, etc., are indicated on the format the
time of shipment.

(4) Upon receipt, note any discrepancies in your shipnent on Form
RD 311-79 and return the formto Rural Devel opnent, PPWMB, FC-702.
Your order will be reconciled accordingly.

(5) Do not reorder back-ordered itens. |If itenms are not received
wi thin 45 days, send a copy of Form RD 311-79 to Rural Devel opnent,
PPMMVB, FC-702.

(b) Requests for additional copies of Instructions and Procedure
Noti ces (PNs). These requests should be directed to the Printing
Assi stant in PPMVB, FC-702A

(c) Distribution of new and repl acenent Rural Devel opnent forns. New
and replacenment fornms (except State fornms) for State and field offices
are obtai ned through general distribution fromthe Rural Devel opnent
war ehouse. Rural Devel opnent, PPMVB, distributes new or replacenent
forns to all offices when needed. The applicable PN describes the new
or replacenment form and gives the quantity of the distribution. Do not
submt a request for the formwhen the PN provides for a general
distribution until after the distribution has been conpleted. Any
guestions regarding the distribution/status of new or replacenent forns
shoul d be directed to the National Ofice, Regulations and Paperwork
Managenent Di vi sion.

(d) Requests for and control of Form RD 451-1, “Acknow edgment of Cash
Paynment . ”

(1) Delivery and cust ody.

(i) The original and one white copy of Form RD 2024-6, “Notice
of Transmittal and Receipt,” will be sent to the requestor wth
Form RD 451-1 fromthe Rural Devel opnent warehouse.

(ii) The green copy of Form RD 2024-6 will be sent to the
appropriate State Ofice to notify themthat recei pt books have
been i ssued.

(iii) The serial nunbers of books being issued are listed on
Form RD 2024- 6.

(12-11-96) PN 270
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§2024.103(d)(1) (Con.)

(2)

(iv) The Field Ofice Manager (FOM mnust verify the nunbers
listed agai nst the nunmbers on Form RD 451-1 actually received
and record any di screpancies on the original and copy of Form
RD 2024-6. Prepare a nmeno listing the di screpancies and
forward it to PPMVB, FC-702, along with a copy of Form

RD 2024-6. Also, forward a copy of this information to the
State O fice.

(v) The FOMwill sign the original of FormRD 2024-6 and
forward it to the State Ofice.

(vi) The second white copy of Form RD 2024-6 will be retained
inthe field office as a file copy.

(vii) The State Ofice will be responsible for keeping records
of receipt books issued to field offices.

(viii) The original of FormRD 2024-6 will be retained in the
State Ofice for 1 fiscal year (FY) after the end of the FY in
which all Forns RD 451-1 transmitted by a specific Form

RD 2024- 6 have been used. The State O fice copy nentioned in
paragraph (d)(1)(ii) of this section may be di scarded once the
original is received in the State Ofice and verified.

Transfer of custody.

(i) Wen a FOMis noved or |eaves Rural Devel opnent, State
Ofices will conduct a conplete audit of the unused receipts
and wi |l have the i ncom ng FOM acknow edge recei pt by signing
an informal receipt nenorandum The nmenorandum nust incl ude
the date, receipt nunbers, and signature of the receiving
official. The office keeps the original receipt menorandum
The relieved enpl oyee and the State Ofice receive copies. |If
the incoming FOM has not reported to the field office when the
State Ofice audits the unused receipts, the Acting FOM or

Assi stant accepts the receipts by signing a recei pt menorandum
The i ncom ng FOM checks the unused receipts and signs a receipt
menorandumto accept them Distribution of the original and
copies is the sane as previously described.

(ii) Wien State O fice enployees responsible for receipts are
nmoved or | eave Rural Devel opnent, the State O fice conducts an
audit of the unused receipts. The incom ng enpl oyee

responsi ble for them signs a recei pt menorandum whi ch i ncl udes
the date, receipt nunmbers, and signature of receiving official.
The State O fice keeps the original and the enpl oyee bei ng
relieved receives a copy.
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§2024.103(d) (Con.)

(3) State Ofice responsibilities.

(i) The State Ofice issues and accounts for receipts using
procedures contained in RD Instructions 1951-A and B

(ii) If receipts or receipt books are nmissing, the State
Ofice will investigate. The persons responsible for the
recei pts nmust sign an affidavit explaining why they are
mssing. If the receipts are later found, the State Ofice
will be informed. |If the State Ofice finds no financial
irregularities, a statenent is given to the enployee relieving
them of responsibility for the receipts, unless they are
subsequent |y found.

(iii) If the State Ofice’s investigation does not result
in a satisfactory explanation for the mssing receipts or
finds financial irregularities, the procedures contained in
RD I nstruction 2012-B will be foll owed.

(iv) The State Ofice will be responsible for providing
instructions regarding the disposition of all excess receipt
books (Form RD 451-1).

(e) Inventory and control procedures. Ofice heads should use al
reasonabl e met hods to keep cost of forms and supplies to a minimum No
printed material should be returned to the Rural Devel opnent war ehouse
as postage and handling costs will exceed the value of the forns.
Supplies shall be used for official business only. Unofficial use of
supplies is cause for disciplinary action

§2024.104 Request for itens not stocked in Rural Devel opnent, St. Louis.

(a) Requests for supplies through GSA/ CSCs (Quick Ship).

(1) The second source of supply is the GSA/ CSCs, al so known as
"Quick Ship." These centers are a mandatory source for all supplies
not avail able fromthe warehouse. Discrepancies on shipnments from
the CSCs should be reported to the State Ofice for appropriate
action.

(12-11-96) PN 270
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§2024.104(a) (Con.)

(2) Each field office has received a catalog for the CSCin their
region. Oders may be called in or sent in on the appropriate GSA
request form (Each CSC has a different requisition form) Because
each State has a supply allocation, follow instructions issued by
the State O fice for tracki ng expenditures.

(b) Requests for State fornms. To request State forms, use Form

RD 2024-9, “Request For Forms, Supplies, Equiprment, O Services,” or any
equi val ent request fromthe State Ofice. Prepare an original and two
copi es, sending the original and one copy to the State O fice and
retaining the second copy. The State Ofice will use a copy as a
packing slip for the order.

§2024.105 Requests for nanepl ates.

Nanepl ates are ordered on a separate Form RD 2024-9 with no ot her itens.
A 30-day m ninum processing time is required. Naneplates should not be
ordered for tenporary enployees. Send Form RD 2024-9 directly to Rural
Devel opnent, PPWMB, St. Louis, FC 702A.

§2024.106 Purchase of stanps.

State Ofices are responsible for purchasing special purpose stanps
(i.e., address or any stanp not stocked in the warehouse) for offices under
their jurisdiction. Note: The purchase of signature stanps is not authorized
since all docunents require an original signature.

82024. 107 M scel |l aneous servi ces.

(a) Post Ofice Box rental. Post Ofice Box rental may be authorized
for offices which do not receive regular mail delivery by 11 a.m
Ofices may request Post Ofice Box rental fromthe State Ofice. Wen
renting or renewing a Post Ofice Box, an annual paynent period endi ng
Sept ember 30 shoul d be requested. Postal regul ations require Post

O fice Box rental be paid in advance unl ess the paynent period is annual
and coi ncides with the begi nning of the fiscal year (see Donestic Mil
Manual D4.12 and contact the | ocal postmaster for instructions.)

(b) Night depository service.

(1) Requests for night depository services. Federal regulations do
not permt advance paynment for night depository service. Only
paynments in arrears are all owed.




§ 2024.107(b) (Con.) RD I nstruction 2024-C

(2) Deposit for bags and keys. Rural Devel opnent cannot make
deposits for night depository bags and keys. The FOM can request
that the bank wai ve the deposit or the bags and keys can be

pur chased.

(c) Two types of forns are available to request borrower name and
address labels. Field offices may request self adhesive borrower nane
and address labels for mass mailings to borrowers of itens such as

newsl etters, notifications of office relocations, etc. Choose the
appropriate formbased on the programtype applicable. Field offices
are di scouraged fromordering these | abels for other than mass nmailings.
(Revi sed 06-14-00, PN 320.)

(1) To obtain |abels for prograns other than Direct Single Fanmly
Housing; that is for all Program Loan Accounting System (PLAS) and
Automated Multi-Fam |y Housi ng (AMAS) prograns, field offices
shoul d:

(i) Make a copy of Exhibit A of this Instruction,

(ii) Prepare Exhibit A of this Instruction in accordance with
the instructions contained in the exhibit.

(iii) Mail the conpleted Exhibit A of this Instruction and a
copy to the address listed in the exhibit, or fax as instructed
on the exhibit.

(2) To obtain labels for Direct Single Fam |y Housing program
(prevision fund codes 36, 37, 46, 47) serviced by the Centralized
Servicing Center field offices shoul d:

(i) Make a copy of Exhibit B of this Instruction

(ii) Prepare Exhibit B of this Instruction in accordance with
the instructions contained in the exhibit.

(iii) Mail the conpleted Exhibit B of this Instruction and a
copy to the address listed in the exhibit, or fax as instructed
on the exhibit.

(d) Requests for other services and supplies. To obtain itens not
listed in this subpart, field offices should consult with their
respective State O fice.

§8 2024.108 - 2024.150 [Reserved]

Attachnents: Exhibits A and B
o000

7
(Revision 1)
(12-11-96) PN 270



RD I nstruction 2024-C
Exhi bit A
Page 1

REQUEST FOR BORROWER NAME AND ADDRESS LABELS

1. DATE OF REQUEST 2. REQUESTOR S NAME 3. TELEPHONE NUMBER

( ) -

| |
| |
| |
4. NUMBER OF SETS | 5. MAIL CODE | 6. ATIN
| |
| |

7. BASIS OF SELECTION: (READ I NSTRUCTIONS to exhibit before conpleting)

[] Rural Devel opnent Geographic

[] Rural Devel opment Mail Code

8. STATE CODE: _ | __

9. BORRONER LOCATI ON.
Gounty/District _ | _|__ _|_ | || || || _|_|__
OR[] Al Counties (For State Office Use Only)

10. PROGRAM LOAN ACCOUNTI NG SYSTEM ( PLAS) BORROWER LABELS ONLY:

SPECI FI C FUND CODE(S) | __

OR [] ALL RURAL DEVELOPMENT (08, 51, 52, 53, 54, 55, 56, 61, 64,
71, 72, 73, 77, 78, 79, 91, 92, 93, 97)

11. AUTOVATED MULTI - FAM LY HOUSI NG ACCOUNTI NG SYSTEM (AMAS) Labels Only:
[ ] AMAS BORRONER ADDRESS LABELS (69, 83, 84, 89)

OR [] AMAS PRQIECT ADDRESS LABELS (69, 83, 84, 89)

COVWPLETE TWDO COPI ES OF Rur al Devel opnent M ssion Support Division
TH S PAGE AND MAIL TG 1520 Market Street, Miil Code: FC- 353A
St. Louis, MO 63103-2620

OR FAX TO 314-539-6214 OR
314-539- 2765

FI NANCE OFFI CE OPERATI ONS AND SCHEDULI NG BRANCH:  314-539-2474

(06-14-00) PN 230
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Page 2
I NSTRUCTI ONS:

1. Enter today's date.
2. Enter your nane.
3. Enter your tel ephone nunmber, including area code.
4. Enter the nunber of sets of |abels you want, with a limt of three.
5. Enter the office mail code where you want the |abels sent.
6. Enter nane of the person who is to receive the labels in your office.
7. BASIS OF SELECTION: (rmust select only one)
MAI L CODE - Rural Devel oprent

Rural Devel opment Mail Code MUST be used when requesting AMAS address
| abels. Selecting by MAIL CODE is optional for PLAS | abel requests.

Selecting by MAIL CODE, produces nane and address | abels by servicing
office mail code |ocation. Requests will include borrowers from other
states, districts, or counties who are being serviced by that office.

GEOGRAPHI C - Rural Devel opnent

NOTE: This option may not be used to request AVAS | abels.
ANMAS | abel s nmust be requested by Rural Devel opnment MAIL CODE

GEOGRAPHI C sel ects borrowers based on the |ocation of the state and
geographi ¢ county | ocation, as shown in the three-digit county code

of the borrower case nunber. By selecting | abels based on geographic
code, labels will be produced for all borrowers within that geographic
ar ea.

8. Enter the two-digit state code. |In the case of multi-coded states
(e.g., Texas = 49, 50, 51) or states servicing | oans fromother states
(e.g., Rhode Island = 45 services areas of Mssachusetts = 25), a separate
request must be conpleted for each state code
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9. BORRONER LOCATI ON:

PLAS Requests: Enter the last three digits of the servicing office MAIL
CODE or the three-digit GEOGRAPH C county code based on the sel ection
criteria indicated in item?7.

ANMAS Requests: Enter the three-digit mail code of the servicing
of fice.

State Ofice Requests: Only State Ofices are permitted to request ALL
COUNTIES. This option produces |labels for all borrowers in al
counties of the requested state code for the fund code(s) specified.

10. PLAS Labels Only: Choose only one option. Either identify the specific
fund code(s) of the | oans that you want |abels for or select a
predet erm ned fund code group by placing an X in the appropriate box.

11. AMAS Labels Only: Labels are generated for all AMAS fund codes.
I ndi vi dual fund codes cannot be ordered.

0Qo
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